LOUISIANA STATE LAND OFFICE

ONLINE DOCUMENT MANAGEMENT
SYSTEM

USER GUIDE

System Overview

The State Land Office (SLO) Online Document Management System was designed to
facilitate the quickest and easiest access possible to the historical and tax documents
housed at the SLO. The system allows documents to be retrieved by various search
criteria, especially Section, Township and Range. Other search criteria include original
owner, dates of sale, patent numbers, and surveyor names. Users of the system can print,
save, or order copies of documents. Users can also request help with documents and post
feedback to the SLO.

Use of the system requires Microsoft Windows and Internet Explorer 4 or newer. There
is also a FileNet web viewer component that must be installed prior retrieving documents.
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The Online Document Management System can be accessed through the SLO homepage,
at www.state.la.us/slo.
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To access the Online Document Management System, click on Document Access, the
upper most option in the menu bar on the left side of the page.



ONLINE DOCUMENTS HOME PAGE

<} La. state Land Office Online Documents - Microsoft Internet Explorer

File  Edit View Fawarites Tools  Help

=TT
[

W= Back + = - @ 7 | @Search (S Favarites @Med\a @ ‘ %- =] % -

Address I@http:,l',l'lw&hfn.dna.la.gnw’s\ndn[s,l’SLO,l’hnmE‘asp j 6o |Links »

State Land Office (5L0) INFolouisiana #

Documents State Land Office Online Documents

Home

Instructions A free document wiewer 15 avalable for download to make wiewmng documents easier

Strategies I this is your first time to search for Louisiana State Land Office documents, take a look at
some basic instructions for using this site, then review the search strategies to malce your
search titne shorter and more effective. You can also check out the decument definitions to
better understand the types of documents available at this site.

Definitions

Historical
Records
To search for regular Historical documents, go to Historical Eecords

Tax Records
Tou can search for taserelated records at Tax Records
Purchase

Feedback In the course of searching for documents, if you requested copies of documents, you can
SLO Home specify your mailing and payment information to purchase requested copies.

DOA Home For your convenence, you may ask questions, notfy us of problems, or make comments at

InfolLA Home our feedback page. Let us know how we can better serve your needs!

SEARCH CONTACTS

=l

|2:| Done l_’_ ’_ # Internet v

The Online Documents Home Page will appear. On the home page there are links to the
main functionality of the Online Document Management System in both the text of the
page and the menu bar on the left side of the page. There is a special document viewer
available that enables the web browser to display the documents. The link to download
this viewer is only available in the text of the Online Documents Home Page.
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Click on the “document viewer” link in the first sentence to begin downloading.
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You will be prompted to either open or save the viewer2.exe file, choose save.
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At the “Save In:” selection, select the location where you wish to save this file.
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Make sure the “Close this dialog box when download completes” box is unchecked.
Click on Open after download completes.
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The viewer will begin installing, click Continue.
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Click the “Next” button



INSTALLING THE VIEWER
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Please read the following License Agreement. Press the PAGE DDWM key to see
the rest of the agreement.
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will cloze. Toinstall Panagon Viewer, you must accept this agreement
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Read the Software License Agreement, then click “Yes” to continue the installation.
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Select the location where you wish to install the viewer, then click “Next”.



INSTALLING THE VIEWER
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Setup Complete

Setup has finished installing IDM Yiewer on your computer.

Click. Finish to complete setup,

Click “Finish” when the installation is complete. Some users may need to restart the
computer at this point. When this is completed, you’re ready to view the documents.
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To search for historical records, click the “Historical Records” link.
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The Historic Records Search Page allows search criteria to be specified. The search
criteria act as cumulative filters for the documents returned. For example, if a Document
Type and a Land District are specified, then only documents that are of that type AND
that are associated with that land district will be returned.

Each criteria field (except Document Type) has a List button that displays a list of valid
values for the field. In most cases, this list will also be filtered by other search criteria
that have been specified. For example, if a Land District has been specified and the List
button is clicked for Township, only the townships that are in that land district will be
listed. If a township has been specified and the List button for Land District is clicked,
then only the districts that contain that township are listed. The following pages will
outline the steps to find field notes for T9S-R4E.
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The Document Type field is the only field with a dropdown instead of a List function,
click the dropdown arrow and choose the document type you wish to search for.
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Click on the document type you wish to select.
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Field notes have been selected in this example.
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Click on the List button to list valid values for Township.
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From the list window, choose 9S. Then click the List button for Range and choose 4E.



00 : { DR

OR - 8 g8 [ B bcument =101 %]
GEODRGE GRANDJEAN [
JOHN CAP
o GILMORE e @reds B BN Sp -
JOSEFH GORLINGK] | @eo |unks

M LUDLOW

SAMUEL JOHNSON =
WILLIAM JOHNSON

e [FELD NOTES =l ExeculeSearch |
b List Mew Search
List
List
95 List
4E List
\\ Ligt —
i List
&I Cancel I / I\ L
ETi = peTTCT e \u =
= o r \ List
Tax Recorils ” T
Certificate Mumber \ List
Purchase Surveyor Ligt

Feedback

( SURVEYORS FOR A TOWNSHIP/ g
L RANGE CAN ALSO BE LISTED

|g'| Done ’7 F,ﬁ E Local intranet 4

If you know the surveyor you’re interested in, click the List function for Surveyor and
choose the surveyor. For this example, we’ll choose Samuel Johnson.



SEARCHING FOR DOCUMENTS

‘R Historical Records - La. State Land Dffice Online Documents - Microsol

File  Edit Wiew Faworites  Tools  Help

HBack - = - @ a3 ‘ @Search [l Favorites @Media Qa | %v = % - E

Address Iﬂj http: i 1webfn/slodocs{SLO hist_records. hkm

State Land Office (SLO)

Documents Docurent Type | FIELD NOTES Exe:ut;Search |

Home Dac 1D Mumber ﬂl

Instructions Title of Yolume
Land District

(W=

Strategies Township

Range

Definitions

Sectian

Historical Original Owner \
Records Date of Sale equals ;"\

Patent Humber \

Tax Records
Certficate Number  qr—— \
Purchase Surveyor SAMUEL JORNSON

Eeedback

AFTER INFORMATION IS

ENTERED, CLICK EXECUTE SEARCH

g" http: f{ 1mebfnfslodocs/SLO hist_search.aspat ’7 ’7 ’7 E Local inkranet A

All the necessary information has been entered.
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The documents meeting the search criteria are returned in the bottom window. Click on
the document you wish to view.
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Use the zoom buttons to zoom to the proper size. Most documents will initially appear
too big and will need to be zoomed out for viewing.
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Some documents will need to be rotated to the proper orientation.
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Document information is displayed in the upper green box. The Doc. # can be used in
the search window to search for a particular document.
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